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Description:  This training module will take you step-by-

step through the Quote document in the 

Regional Business Application (RBA) IT-

Solutions Shop (ITSS) component as well as 

the integrated RBA & e-Buy Quote 

submission Process. 

Navigation:  If the tutorial opens up in your web browser, simply click your mouse or your space bar to advance to 

the next slide. Use the “Backspace” key to go back. If the tutorial opens in the PowerPoint application, click on 

“F5” to view the tutorial. Use the spacebar or click your mouse to advance to the next slide.  To go back, click on 

the “Backspace” key.  



Quote Glossary 
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Term Definition 

Quote Document that Contractors Submit in ITSS (or in e-Buy) to respond to an RFQ 

or RFI, detailing how they will meet the requirements set forth by the client.  A 

Contract Number must be selected on every Quote.   

Contractor Employee of a private company, or industry partner. Contractors submit 

quotes for RFQs/RFIs, and once awarded, create support documents. Also 

known as a vendor. 

Contract The government contract number that the order will use if awarded. 

Total quote $ Sum of all Task Item Quote Amount values. 

Unregistered Vendor 

Quotes Summary 

ITSS page that is generated after RFQ process is closed on an e-Buy 

published RFQ. Lists quote information submitted by Contractors who weren’t 

registered in ITSS at the time the RFQ was closed. 



Quote Privileges 
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user Role | Action Create Edit View 

GSA users 
  * 

Clients 
** 

Contractors 
*** ***  

e-Buy Import 
 

*Can be limited to only GSA users in the region or listed on the COI  
 
**Can limit Client to 'Show All', ‘Show None' or 'Only Show Winner' 
 
***Can create or edit during open non e-Buy RFQ period Only 
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Quotes / Awarded Order Package View / GSA user / View mode 

Click on the Quote 

links in the Order 

Package View to 

open an existing 

Quote in view mode 



Within the Pre-Award Workflow Context 
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Contractors submit quotes in either 

ITSS or e-Buy depending on where 

the RFQ was published 



RBA & e-Buy Solicitation Process 
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Contractor creates a Quote in e-Buy and enters 

a quote amount for each task item. A dollar 

amount is not required for a response to an RFI. 



e-Buy Quote Review / Contractor user 
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The Unit Price field in e-Buy 

maps to the Task Item 

Quote Amount field in ITSS 

If the contractor submits a quote in e-Buy and 

they are not registered in the RBA, their quote 

data will be transmitted back to ITSS and 

displayed within a Quote Summary page 



e-Buy Quote Submission Confirmation 
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If the contractor submits a quote in e-Buy then they will be displayed an e-Buy Quote confirmation 

If the contractor submits a No Quote in e-Buy they will pick a reason and then they will be displayed an 

e-Buy No Quote confirmation 



RBA & e-Buy Solicitation Process 
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Contractor creates a Quote 

in ITSS and enters a quote 

amount for each task item 



Creating a Quote in ITSS 
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RFQ link is displayed for the 

selected Contractors in the ITSS 

Action Items 
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Contractor can click the Create 

Quote button on a non e-Buy 

RFQ that is in an open state  

ITSS RFQ / Top 1/3 of form / Contractor user / View mode 



ITSS Quote / Top 1/2 of form / Contractor user / Edit view 
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Select a contract 

number or Open Market 

Type a quote 

body and/or 

attach a file 

File attachments have a maximum size limit of 50 MB per file. 

File attachments must have a unique filename within the entire order. 



ITSS Quote / Bottom 2/2 of form / Contractor user / Edit view 
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Total Quote $ is calculated 

as the sum of all Task Item 

Quote Amount values 

Users must indicate a Task Item Quote Amount for each 

task item regardless of whether it is active or inactive 

Click No Bid if 

Quote 

submission is 

not desired 



RBA & e-Buy Solicitation Process 
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A Quote Summary for Unregistered Contractors 

document is created and added to the Order Package 

if the e-Buy Quote Import imported quotes submitted 

by contractors that were not registered in the RBA 
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Quote Summary for Unregistered Contractors / Order Package View / GSA user / View mode 

Click on the Unregistered 

Vendor Quotes Summary 

link in the Order Package 

View to see quote 

information from 

unregistered contractors 

that submitted quotes via 

e-Buy 



Quote Summary for Unregistered Contractors  

Page Privileges 
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user Role | Action Create Edit View 

GSA user 
 

Client 
 

Contractor 

e-Buy Import 
 



Quote Summary for Unregistered Contractors / GSA user / View mode 
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Task Item Quote Amounts 

are displayed for each 

Unregistered Contractor 

that submitted a Quote in 

e-Buy 

If a GSA user creates a quote for one of the unregistered 

contractors (after contractor registers in  RBA) then the quote is 

generated with e-Buy task item quote data 

Information about each Quote submitted in 

e-Buy by non-registered contractors is 

displayed in a table for analysis. 

 

If you wish to select an unregistered 

contractor’s quote then: 

1. Register the contractor in the RBA 

2. Create a Quote for them 



Select Contractor for Faxed Quote / GSA user / Edit mode 

19 

GSA user selects a contractor from the drop-down 

Contractor List 

GSA user can create a Faxed Quote on behalf of the Contractor after the 

RFQ has closed by clicking the Create Faxed Quote button on the RFQ 



Quote Status Glossary 
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Status Definition 

Open Quote editable and both the ‘No Bid’ and ‘Edit’ buttons are displayed. 

Closed Quote no longer editable and only the ‘Go to Order Package’ button is 

displayed. 



Next Steps… 
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Quotes cannot be edited or 

submitted by the Contractor 

if the RFQ Close Date/Time 

has passed unless the 

RFQ is reissued 

The RFQ can close for 3 reasons: 

1.  RFQ closes automatically by system due to close date/time 

2.  GSA user manually closes RFQ (If non-eBuy) 

3.  GSA user creates Market Analysis which auto-closes RFQ 

(cannot occur if RFI) 

GSA user creates a Market 

Analysis to evaluate Quotes 



Federal Acquisition Service 

U.S. General Services Administration 

Questions & Support 

 For questions regarding AAS Policy please contact 

randy.matlack@gsa.gov or robert.niewood@gsa.gov 

 For questions regarding the RBA Quote training module 

please contact RBA Technical Support:  

 Phone: (877) 472-4877 

 Email: AASBS.helpdesk@gsa.gov 
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